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OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND nisToRY 

RECORDS MANAGEMENT DiVtStON I , 

-5 5. w -  

APPLICATION FOR RECORDS RETENTION SCHEDULE 
. =-~_ ~..____ _I ---- -_-. ~-~~~ __.__ * 

~ - ~- .~ ~Ir-.I__~~~_. 

INSTRUCTIONS: See Publicatiori NO. 76-RM-1 for instructions on completing this form. Forward sigded original to 
I Department of Archives. and History, Records lManagement Division, 330 Capitol Aveye; Atlanta, Georgia, 30334. 
. ! ~~ Attetition: Scheduling'Section. ' .  . . ' ~- . 

i _-.__ ~ - -i-T ~ - 1. 'Agency Address 

- 
i I .  I 

- .- .__ 
Date Completed 

- -- 
Tblephone Number 

c_ 

FoR..nGE~cy 
UsE~- - - ~. *]' ~ _-_ ___. __f~-7--_ 

~~ 

.- . - 

Georgia Por t s  A u t h o r i t y  
Finance D i v i s i o n  
Post O f f i c e  Box 2406 

' ADmcation Date 

214183 I ' ~ ~ 

4oplication Number 

i I I Savannah, Georgia 31402 

a. 13 Estaoiisn Retention Schedule'!record will continue to accumulate. I 

.~ - o Date L Time Card F i l e  .i T~~ ~ ~ - _ _ i ~ ~ - ~ ~ .  ~~~ . .. ~~ ~ '~ ~ ~~~~ ~ 

16. dg", and Wiee Function 

1 
I 

What is the function of the Division and the~office in which this record series is created? 

' The D i r e c t o r  of Finance i s  responsib le  for  t h e  accounts of t h e  A u t h o r i t y  and es tab l i shes  
and mainta ins accounting methods and procedures f o r  t he  A u t h o r i t y .  
expenses; i s  responsib le  f o r  t h e  a u d i t i n g  and account ing p rov i s ions  o f  a l l  contracts ,  
leases and agreements o f  t h e  Author i ty ;  prov ides p.rotect ion of the  assets w i t h  adequate 
i n t e r n a l  c o n t r o l  procedures and assures proper insurance coverages f o r  t h e  A u t h o r i t y ' s  
p roper t ies ;  coord inates t h e  prepara t ion  of t h e  annual budget w i t h  t h e  var ious  d i v i s i o n s .  
Under h i s  supervis ion,  f i n a n c i a l  r e p o r t s  a re  publ ished and r e l a t e d  f i n a n c i a l  and c o s t . d a t a  
records a r e  prepared and d i s t r i b u t e d .  

He approves a l l  

I 
I 

- - _ _  
7. Record Series Description 

Documents relating to: 

- - . -. I_~-~ 

This file contains the following documents (include form numbers and titles, if any): 
Attach samples of the file. 
Payrol  I. 

Included are: 

File is arranged: 1 

Time cards for  a l l  hou r l y  employees o f  Georgia Por ts  Au tho r i t y .  

Chrono log ica l l y  by department. 

._ -. ._~_l.____l_~~-_ ~ ;; - ~ ~ ~~ . - ~ ~ . ~ 

8. Monthly Reference Rate How often are records referred to which are: 

One to six months old _.-_ 8 -; Seven to twelve months old -~-.-; 8 Thirteen to twenty-four months old 2..-.; 
twenty-five months and older--. 1 -- ? 

~ ___-_______ ~~ __ ~ ___ ~ __-_ . - -T~ _- --_--i_ ~_____ 
I 

i 
t-. 9. Annual Rate of Accumulation of Rerords 0 

Letter-size drawers ___ ... ; Legal-size drawers ~ -~ --._; Shelves IE_ -___; Other (specify) A s f a t f i - s i - z e  haxE 



-~ .-.- - ~ - .r--~-- ~ ~ ~ --~--F_.. ~~ ~~ 
__I_ 

a. Is this the official copy of the series? - . 
z 

;P----- 
____ .a, _-. - 

.. __.-______. ~- . 
\ $  

. .  , ,~~ . .  
.~ I f rer .  attach CODY.. . ~.~~ ~ ~ . . ,_._I~__..~~~ .... - . . .~~ .~  ~.~ ~ ? _  

h. 1s there a duplication of t h i s  series in your office, or in anothe? office or-agency? .. 
IfYeri,~&ere?L Some .~ ~ o f f i c e s  mainta in  . copies o f  cards for  b r i e f  per iods o f  t ime. 

. . .  

11. Retention Requirements ..I The foltowing requires the series to be kept: 

a. State Law ~~ i_ --years. d. Audit period --~. ---years. 
b. Statute of limitatiqn ~~~ 2 . .. -years. e. Administrative need ~ I - -3 ~~ . . -.;ears. 
c. Federal law _ _  . 2/~ ~ ~ - ~~ years. f. Federal retention instructions __ .-~--years. 

Attach copy or excerpt of laws or regu!ations. Explain administrative  need^ 
0 . C . G . A .  9 - 3 -  22- 

- 

- ' - .  

. ~. . I 
! .  - - .~ .. , ~~ 4 2 '  u . S . C  A . ; j  lQ0l -~ :~ , , .. 

'. i ' ~ ~  
. ,  . .~ .. - .~ - - . r  ' !  . , .  , . . .  ~~ .~ . .  

.. . _, . -, . -  . .  . . . . .  I - .  . . .  . ~ ,  
___~_.-._ 

12. Amroved 
. - .  - ... 

. .~ 
El Calendar Ye&; r] Fiscal Year;-O Other L.-lZ -. 

, -  . ~~ ~~ .. - .~ , 
'~ ' I '  - '  

. . .  
I .  
! 

, . .  - . I  , .  .. .. . 
. .  , .. 

- -~ 
I9 Hold in the curreht t i le iarea a: ~ L m o n t h ( s )  A_ --L:- year(sl; then . 

C2 T'ransfar to local holding area, hold ~ X.. .~~,year(s); then 
0 Transfer to State Records Center; hold -~~~ -~ . .yea+); then 
ffl Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other ISpedfyl 

~ '~ 

.~ - ~~ 

! 



I--_. -,-".-.- 

APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: See Publication NO. 76-RM-! for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. I 

- 
FOR . AGENCY USE 1 1. Agencf Address 

bolication Date Georgia Ports IL- 

~~ 

FOR RECORDSMANAGEMENT~GE II__ 

Hucnori cy I- ADDllCatlOn Number 
10-4-78 Finance D i v i s i o n  

Post O f f i c e  Box 2406 
Savannah, Georgia 31402 4ppplicationNurnber -----I -~~ 

31 
I _-.-_--I---- --l.I----..:~_ - . - - - ~- - - ~~. ,.-. ~ - 

CPerson to Contact Working Title Telephone Number 

3. Action Requested 

964-1721, 264 , 
...I_..__ 

Accounting Manager __ -- - ~- _. 
John Rowland 

a. 
b. 
0 Estamisn Retention Schedule; &cord will continue to accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated. 

.-.~ -& El Amend A lication No. I__ Check One: IZ Change: 0 Supercede; 0~ Void 
5. Records h i e 5  Title (fallowed by title used in office; if different) 1. Earliest Dates of Series Latest y'L----- 

1 

- ~ ___._ 1974- -1 T--- o Date 1 ____I__ Time Card F i l e  
Division and Office Function 
The D i rec to r  o f  Finance i s  responsible f o r  t he  accounts o f  the  Au tho r i t y  and establ ishes 

What is the function of the Division and the Office in G ich  this record series is created? 

and maintains accounting methods and procedures f o r  the  Author i ty .  
f o r  the D i rec to rs '  meetings; i s  responsible f o r  the  a u d i t i n g  and accounting prov is ions  o f  
a l l  contracts,  leases and agreements o f  t he  Author i ty;  provides p r o t e c t i o n  of t he  assets 
w i t h  adequate i n t e r n a l  con t ro l  procedures and assures proper insurance coverages f o r  the  
A u t h o r i t y ' s  p roper t ies ;  and coordinates the preparat ion o f  the annual budget w i t h  the  
various d i v i s ions .  Under h i s  supervision, monthly f i n a n c i a l  statements a re  publ ished 
and r e l a t e d  f i n a n c i a l  and cost data repo r t s  a re  prepared and d i s t r i b u t e d .  
f unc t i on  i s  also a p a r t  o f  h i s  r e s p o n s i b i l i t y  as w e l l  as the  maintenance o f  a l l  contracts,  
leases and agreements o f  the  Author i ty .  

He approves a1 1 expenses 

The purchasing 

- - ~  __.I____l____p __._____ --I- - _  ~ -- - 
1. Record Series Description This file contains the following documents {include form numbers and titles, if any): 

Attach samples of the file. 
Documents relating to: Recording employees ' hours. 

Included are: Card form showing name o f  employee,, pay period, s t r a i g h t  time, overtime 
hours worked, date and amount. 
t h a t  hours shown a re  cor rec t .  
shown on the  reverse o f  card. 

Signature o f  supervisor i n d i c a t i n g  
The hour ly  t ime d i s t r i b u t i o n  i s  , 

File is arranged: By d i v i s i o n ,  by soc ia l  s e c u r i t y  number. 

-- _- I_ -- .- - 
3. Monthly Reference Rate How often are records referred to which are: 

7 ; Thirteen to twenty-four months old ---.; 15 One to six months old 30 , ; Seven to twelve months old 
twenty-five months and o l d e r 2  L? 

---_ ---_ - - ~  --_ __ -__ - 
3. Annual Rate of A m  lation of Records 

: Legal-size drawers --; Shelves ; Other (specify) ---__I_--- 

Letter-size drawers 3 



_ _  ----I__i-- -~~-y______"~'__-.. .~--.-- - - - ~ l _ ~  --~_l I __ ___ 
. NO .. . .- j . jo.--~w~onnaire (Place an * d ~ ~ i n h x o m ~ u m L  ._F 

~~~ - If noL-- ~ I -. __ -Z_r 

- ..-5&*.-* 
? -- .. .@ 1 

a. I5 this the official copy of the series? < a  

7 b. Does the series contain ynfidential information requiring security handling? If yes, cite law or regulation..: 
~ II_.__ . ~~ 

X 

ll_l I_ 
- -  x I c . - d V 7 -  

i ,  
/ .d. Does thisseries have hiflorical or long term research&z-, ~~~ - 

e. When one or two documents in the'file make it necessary to keep the entire file for a \ong period, could these 
._ 

in this series e v u ~ t d i s h e d ?  ' If ves,am&mwv. 
~ _ f  

x - 4 p w m n W - e - D a r a t e L  ~~ -_-- -- 
~. x I-f. . l @ d . o f ~ i o n  contained 

g. I s  the information contgined in th is  series ever anal zed and/Dr recorded i 

h. Is there a duplication o f t h f s e s  in vour office. or in another office or aaencv? 

su marized r port? 
I f x L a ? L a G u Q e v .  ~ 

a p b  ears i " genera7 7 eFger - a n 8  payrol . I fi I e. _ -  - 

Il. Retention Requirements The following requires the series to be kept: 

a. State Law 1. Audit period ,years. 
3 

b. Statute of limitation years. e. Administrative need --.years. 
c. Federal law years. f. Federal retention instructions - _years. 

Attach c'opy or excerpt of laws or regulations. Explain administrative need. . . .  

. ~~ 

. .  . .  .~ . ,  . ,  
- . .  . .  - .~ ~. 

.~ . ' ,  
. .  . .  

--- _- .. . _ _ - ~ _ _  

~. 
12. Amroved Disposition Instructions - -This agency recommends that  thefile series be cut otf a t  thk end of each: 

, .  

. ,  .: gl Calendar Year; 3 Fiscal rear: 0 Other __  II -.then, . . .  

. .  . . .  .~ . r . .  

.- yearb); then . .  IIp .Hold in the current files area , -  -3--~-month(s) 
N Transfer to local holding area, hold- ' 3, ,year(s); then , , . , . .  

.. 
yea&); then . 0 Transfer to State Records Center; hold 

E4 Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other /Specify) 

~ ' 

.. 
', 

These instructions apply to a l l  prior and future accumulations of the series. 

state Records Committee IS&na&re) ' Date 
qecommendations in para- 
jraph 12 are approved. 
'If disapproved, attach letter 
>f explanation.) 

___ - - j_~_,_ 

3-50-71; Rev. 76 


